APPLICATION FOR RECORDS DISPOSITION STANDARD

f | \ i
INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Ar!alvst, Management Systerns Division i
3. Dept , Division, Subdlivision & Administering Oftice Address i FOR RECORDS MANAGEMENT DIVISION USE
! ) ) Qaie Received Application No. Date Completed
Department of Finance and Administration . JUL 34 1978 7q -N\l AUG 8 1978
Division of Contracts and Procurement _
Peachtree Summit, 401 W. Peachtree St. NE |- Application 2. Dept. Application No.
Atlanta, Georgia 30308
hd. Person to Contact ' o ‘ T 5-.*Working Titlé 6. Telaphone Number
Edward London Contract Administrator | 586-5266 _

7. Action Requested
a ¥l Establish Retention Schedule; record will continue to accumulate.

t». [J Dispose of present accumulation; no f&tther accumulation anticipated,
¢. [0 Amend Application No. — _ ___. Check One: [ Change; [ Supercede; {1 Void

- o ———

8. Dates of Series . 9. Records Series Title (followed by title used in office; if differant)

Earhiest { atest
1972 | Present | Demolition Unsuccessful Bids Files
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and |
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and

maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. ‘ o

1

F1 1. Reco?d Series Description This file contains the following doc;’-r;;ms {include form numbers and titles, if any}:
Attach samples of the file. Y
Documents relating to: Vendor submission of a completed bid document to

provide specific demolition and site clearance

' services to the Authority. :
included are:

Completed bid documents of vendors not awarded a contract
on the subject demolition and site clearance services.
File is arranged: Alphanumerically, as to CO, CP, CQ PO, or CQ SS, then
numerically within these categories.
12. Monthly Reference Rate How often are records referred to which are: - ]
One to six monthsold ____L_ = 5 .- Seven to twelve months old 0 s _1__ _. ; Thirteen to twenty-four monthsotd _ 0 _ :

0

iwenty-five months and older

13. Annual Rate of Accumulation of Records

Letter-size drawers

& S - - v\ ot -~

~ :
__ _;Legatsizedrawers . __ ; Shelves _.L_i,__-—_\_.\:(OlhET fspecifyl . —— .
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¥ i L =
g

YES NO | 14. Ouesluonnalre (Place an & m the proper column) '

— T e e T e e e e e A ey

T T T a Is this lhe ofhcual copy of the senes?
'S N . __,J[Tl' where is in? e e ' e ]
h. Does the senes contain confudennal mformanon requiring security handlmg7 ll yas cite law or (egulanon
X : i ‘ | ‘
%1 | T tsgpiaviglpmonid? T T e T e e e
_;; 1 o Dm-ﬁll'p. .ﬁ-«;’h.wn Iml'(_;;_:l_m—ﬁlalvn; T ml—l_v.rlm" T T e e T T
o When one o 1wu o emnenie, o the Bl miake o oeciveany 1o eep the eotone Dlde Toe o long pecod, could thess slociaenits be
X scheduled separately? ' A
x | . l'sf!;l;;;\(;)rmatlon cOnEa;:‘;j%;r_\ this senes ever Eﬂ"i’!"’d’_” ves, alt?—tzttﬁvpr T - T T h+
9. Isthe mfom’iatmn contained in this urnes ever anglyzed andlor recorded inf a summanzed repon?
_o_j_x 1f yes, attach copy.

h. Istherea duplucanon of this sernes in vour ofhce or in another office or agency7

P X Myeswhee?

is thls series fora ma;o Portaon of it} reqularly mucrofllmed7

e e e e e e e e H—_T

i. Does the record saries reiult ina compuler prmtoul’

I l}éj !

15. Retention Requurements The fo!lowmg requires the series to be kept:
a. State Law - years. d. Audit period e Y@arS,
b. Statute of limitation — . Years, e. Administrative need e e, vears

¢. Federal law e e .. YEArS. f. Fedaral retention instructions -3’__% years, M

Artach copy or excert of laws or regulations. Explain administrative need. 7 % ,4/ ii

umTa- o.M W DY/

. —_— T e e

16. Approved Disposition Instructions This agency recommends that the file saries he cul of( at the end of aach:
[ 1 catendar Year; | Fiscal Year; & Other _ /A0 ﬁbﬁl’ht..,-,_ e eimeee e then,
O Hold in the current filesarea _______ ___month(s} —— _ .. __ yearis); then
[ Transfer to local holding area; hold e o—.__ y®ar{s); then
O Transfer to State Records Center; hoid ____ . _ year(s); then

O Oestroy. . .
(I Transfer to State Archives 1Gr parmanent retention. : J
M Gther {Specify!

Hold in current files area until Board acceptance of contract of
successful bidder or final payment under said contract.

Then: transfer to Authority Records’Center, Hold for three years
past completion of MARTA project.; then destroy.

These instructions apply to all prior and future sceumulations ol the spues

{Indicate biriefly cationate lm tecomnendations ﬂuwp o wrjle nhhnundl remarks):
17. APPROVALS i 7
| Approved  Department Records Management Officer  Date | Appdoved

s - - )i Hodin o
W b/ Clesigns ) . , q ﬁ;;ovod " Deppatment of ifchwh an Hus'rorv A fre
Approved  Records M R '/ Approved éRTA Management Advtsarv Commhtﬂi D




